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All transactions in MFASIS must use a unique Document ID.  The Document ID is made up of three parts.  The first
part is the transaction code.  This is a two-character field which identifies the type of transaction in the system.  The
second part is the agency code. This is a three-character field which identifies the agency relevant to the transaction.
The third and final part is the document number.  This is an eleven character field. This number must be unique within
a transaction and agency code.

For some transactions the document number will be assigned by a central bureau or will be preprinted on a form.

For other transactions the agencies will assign their own unique number in this field.  For these types of transactions,
there are 3 Rules.

1. Alpha's may be used in all but the first two characters.
These characters are reserved for Central Bureau Use, and
their use is outlined in the following pages.

2. The Document ID number may range in size.  It must be at
least 2 characters but not more than 11 characters.  Further
definition is outlined in the following pages.

3. Please LEFT JUSTIFY all Document numbers.  Spaces
should not be used at the beginning of the document
number nor in the body of the number.

Attached is a detailed description of the transactions and the type of Document ID associated with them.
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SYSTEM COMPONENT:  EXPENDITURE ACCOUNTING

TRANSACTION:  RQ  (REQUISITION)

• Corresponding Document:  PURCHASE REQUISITION

Document Number:  PR+9 numeric

Assigned by:  Bureau of Purchases

Number preprinted on form:  YES

• Corresponding Document:  CONTRACT RELEASE

Document Number:  CR+9 numeric

Assigned by:  Bureau of Purchases

Number preprinted on form:  YES

• Corresponding Document:  ALL OTHER DOCUMENTS TO BE PRE-ENCUMBERED

Document Number:  2-11 Characters

Assigned by:  Agency Accounting Staff

Number preprinted on form:  NO

TRANSACTION:  PO  (PURCHASE ORDER)

• Corresponding Document:  ENCUMBERED CONTRACTS

Document Number:  CTSS+7 characters

Assigned by:  Bureau of Purchases

The number will be assigned at the time of encumbrance.

• Corresponding Document:  ENCUMBERED GRANTS

Document Number:  GTSS+7 characters

Assigned by:  Bureau of Purchases

The number will be assigned at the time of encumbrance.

• Corresponding Document:  PURCHASE ORDER

Document Number:  PO+buyer code+7 characters.

Assigned by:  Bureau of Purchases

Number preprinted on form:  The number will be assigned at the time of encumbrance.

TRANSACTION:  PV  (PAYMENT VOUCHER)

• Corresponding Document:  OPEN MARKET PURCHASE ORDER
Document Number:  OM+9 characters

Assigned by:  Bureau of Purchases

Number preprinted on form:  YES

• Corresponding Document:  SPECIAL SERVICES AGREEMENT

Document Number:  SS+up to 9 characters

Assigned by:  Agency Accounting Staff

Number preprinted on form:  SS is preprinted on the form.

• Corresponding Document:  VENDOR INVOICES/BILLS

Document Number:  5-11 characters

Assigned by:  Agency Accounting Staff

Number preprinted on form:  NO
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• Corresponding Document:  EXPENSE ACCOUNT/TRAVEL REIMBURSEMENT

Document Number:  TR+5-9 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

SYSTEM COMPONENT:  REVENUE ACCOUNTING

TRANSACTION:  CR  (CASH RECEIPT)

• Corresponding Document:  CASH RECEIPT STATEMENT

Document Number:  5-11 characters

Assigned by:  Agency Accounting personnel

Number preprinted on form:  NO

• Corresponding Document:  CASH RECEIPT OF or RECONCILIATION OF TRAVEL

ADVANCE

Document Number:  TR+5-9 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

TRANSACTION:  IN  (INVOICE)

• Corresponding Document:  DEBTOR INVOICE

Document Number:  5-11 characters

Assigned by:  Agency

Number preprinted on form:  No statewide form-Agency designed.

SYSTEM COMPONENT:  FEDERAL GRANT IN AID

TRANSACTION:  FM  (GRANTS)

• Corresponding Document:  FEDERAL AID MASTER

Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

NO Statewide form is available- Totally Agency Designed

TRANSACTION:  FX  (GRANTS)

• Corresponding Document:  FEDERAL AID CHARGE

Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

SYSTEM COMPONENT:  PROJECTS

TRANSACTION:  PJ  (PROJECTS)

• Corresponding Document:  PROJECT MASTER
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Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

NO Statewide form is available.  Totally agency designed.

TRANSACTION:  PX  (PROJECTS)

• Corresponding Document:  PROJECT CHARGES

Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

SYSTEM COMPONENT:  INTERNAL BILLING

TRANSACTION:  IB  (INTERNAL BILL)

• Corresponding Document:  INTRAGOVERNMENTAL BILL

Document Number:  5-11 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO, Use is optional for     ON-LINE AGENCIES

TRANSACTION:  IP  (INTERNAL PAYMENT)

• Corresponding Document:  INTRAGOVERNMENTAL PAYMENT

Document Number:  5-11 payments

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

SYSTEM COMPONENT:  GENERAL ACCOUNTING

TRANSACTION:  JV  (JOURNAL VOUCHER)

• Corresponding Document:  Journal Voucher

Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

SYSTEM COMPONENT:  BUDGET

TRANSACTION:  AL  (ALLOTMENT)

• Corresponding Document:  WORK PROGRAMS

Document Number:  5-11 characters

Assigned by:  Bureau of Accounts and Control

Number preprinted on form:  NO

TRANSACTION:  AP  (APPROPRIATION)

• Corresponding Document:  BUDGET ORDERS, FINANCIAL ORDERS

Document Number:  5-11 characters
Assigned by:  Bureau of Accounts and Control
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Number preprinted on form:  NO

TRANSACTION:  TA  (TRANSFER APPROPRIATION)

• Corresponding Document:  BUDGET ORDERS, FINANCIAL ORDERS

Document Number:  5-11 characters

Assigned by:  Bureau of Accounts and Control

Number preprinted on form:  NO

TRANSACTION:  EB  (EXPENSE BUDGET)

• Corresponding Document:  EXPENSE BUDGET- WORK PROGRAM

Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

TRANSACTION:  TB  (TRANSFER BUDGET)

• Corresponding Document:  EXPENSE BUDGET-WORK PROGRAM

Document Number:  2-11 characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

TRANSACTION:  RB  (REVENUE BUDGET)-WORK PROGRAM

• Corresponding Document:  DEDICATED REVENUE BUDGET

Document Number:  2-11 Characters

Assigned by:  Agency Accounting Personnel

Number preprinted on form:  NO

TRANSACTION:  RB  (REVENUE BUDGET)

• Corresponding Document:  UNDEDICATED REVENUE BUDGET

Document Number:  5-11 characters

Assigned by:  Bureau of Accounts and Control

Number preprinted on form:  NO

SYSTEM COMPONENT:  DISBURSEMENTS

TRANSACTION:  CX  (CHECK CANCELLATION)

• Corresponding Document: CHECK CANCELLATION REQUEST

Document Number:  2-11 characters

Assigned by:  Department of Treasury

Number preprinted on form:  NO

TRANSACTION:  MW (MANUAL WARRANT

• Corresponding Document:  CANCELLED CHECK

Document Number:  2-11 characters

Assigned by:  Department of Treasury

Number preprinted on form:  NO



MFASIS ACCOUNTING SYSTEM
SYSTEM INTRODUCTION

Accounting Manual I-83 Introduction

FORM AGENCIES WITH DATA
ENTRY

AGENCIES WITHOUT DATA
ENTRY

REQUISITION (RQ) REQUIRED REQUIRED

CONTRACT RELEASE (RQ) REQUIRED REQUIRED

PAYMENT VOUCHER (PV) OPTIONAL REQUIRED

OPEN MARKET PURCHASE ORDER
(OM)

REQUIRED REQUIRED

SPECIAL SERVICES AGREEMENT-
$1200.00

REQUIRED REQUIRED

CASH RECEIPT STATEMENT (CR) REQUIRED REQUIRED

INVOICE AT THE PRESENT TIME THERE IS
NO STATE-WIDE FORM.

AT THE PRESENT TIME THERE IS
NO STATE-WIDE FORM.

FEDERAL AID IN GRANT (FM) NO STATE-WIDE FORM AGENCY
DESIGNED

NO STATE-WIDE FORM AGENCY
DESIGNED

FEDERAL AID CHARGE (FX) OPTIONAL OPTIONAL

PROJECT MASTER (PJ) NO STATE-WIDE FORM AGENCY
DESIGNED

NO STATE-WIDE FORM AGENCY
DESIGNED

PROJECT CHARGE (PX) OPTIONAL OPTIONAL

INTERNAL BILL (IB) OPTIONAL OPTIONAL

INTERNAL PAYMENT (IP) OPTIONAL REQUIRED

JOURNAL VOUCHER (JV) REQUIRED REQUIRED

CHECK CANCELLATION (CX) REQUIRED REQUIRED

ALL BUDGET FORMS REQUIRED REQUIRED


